12. 806

12.806 PROCESSING AND ACCESSING SEALED CONVICTION/NON-

CONVICTION RECORDS

. General
A.

| nformation:

The Ohi o Legislature has passed several statutes

whi ch provide the nmeans for persons with conviction
and non-conviction history to apply for court orders
whi ch require the expungenent (for purposes of Chio
law, a "Sealing") of those conviction and non-
conviction records and other rel ated indexes.

B. The several statutes indicated may be |l ocated in

O R C. Chapter #2953.
I1. Purpose

A.  To outline nethods of processing records and
docunents created in conjunction wth conviction/non-
conviction records requiring sealing in accordance
with orders fromthe courts.

B. To ensure conpliance with the lawin all such
I nst ances.

C. To outline the types of seal ed records nmaintai ned by
Records Units and how each may be legally utilized by
police officers.

D. To centralize the authority and responsibility for
mai nt ai ni ng and coordi nati ng processing of seal ed
Cincinnati records with the Records Unit, Central
Records Managenent Section

[11. Procedure:

A. Accessing seal ed conviction records.
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Ceneral Information - Wienever a conputer
function of QH W is executed relative to an

i ndividual with a sealed conviction record, a
message wi |l appear indicating: For nore

i nformation, contact the entering agency's Record
Unit supervisor. This is an indication that sone
type of sealed record may be on file with the

i ndi cat ed agency.

Access Conditions

a. Access to and copies of sealed Chio
Convi ction records can be obtained by any
police officer under the foll ow ng
condi tions:

1) If the subject of the sealed record is
under arrest or the officer intends to
sign a warrant for the subject and; the
officer wishes to determne if the
def endant could be charged as a " Second
O fender” on the basis of a previous
of fense whi ch had been seal ed.

a) NOTE: In a crimnal proceedi ng under
t he above conditions, a seal ed
conviction record is adm ssible
evi dence of a "Second O fender"
st at us.

2) If an officer was personally involved in
the seal ed case, and is the subject of a
civil action arising out of that case;
the officer may then use the seal ed
record in his/her defense.

Accessi ng Seal ed Oni o Non-Convi ction Records.

1

Ceneral Information - Effective Septenber 26,1984
there will be no conputerized or other index to
seal ed non-conviction records seal ed after

Sept enber 26,1984, avail able to anyone other than
Chi o agency records unit commander.

Access Conditions.
a. Any Cncinnati Police Oficer may view the

"I nvestigatory Wirk Product" portion of any
seal ed non-conviction record upon request to
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t he Records Unit Conmander.

NOTE: According to the law, no person who is
enpl oyed by the Ci ncinnati Police D vision
(with the exception of the Records Unit
Commander) shall know ngly rel ease,
di ssem nate, or otherw se nmake any
information contained in seal ed non-
conviction record jacket available to, or
di scuss any information contained in sane,
w th any person not enpl oyed by the
Di vi si on.
b. Oher |law enforcenent agencies, under certain
conditions, may view certain G ncinnati
seal ed non-conviction records. Application
must be made to the Records Unit Commander.

c. GCincinnati Police Oficers, under certain
conditions, may be allowed to view the
"I nvestigatory Wrk Product” portion of non-
conviction records in the custody of other
Chi o or non-GChi o police agenci es.
Appl i cation nust be nmade to the records unit
commander of that agency.

Processing and Coordi nating Court Ordered Sealings:

1

Ceneral Information effective Septenber 26, 1984,
court sealing orders may require certain actions
to be executed by affected Unit Commanders and

i ndi vidual police officers. |In each case, the
Records Unit Conmander will forward to said Unit
commanders a Form 17 outlining specific
instructions as to what action has been ordered
and, in sone cases, if necessary for uniformty,
the nmet hods to enpl oy.

Pr ocedur e
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Upon recei pt of a court order to seal
records, the Records Unit Commander shall:

1) See that Records Unit Sealing processing
is carried out according to existing
Records Unit S. O P.

2) Notify affected Unit Conmanders, via a
Form 17 of the necessary action required
and if appropriate, the nethods to

enpl oy.

3) Notify the appropriate court when sealing
orders have been carried out.

Upon recei pt of an instructional Form 17 from
the Records Unit Conmander, indicating action
to be taken as a result of a court ordered
sealing, the Unit Commander shall:

1) Carry out said instructions as soon as
possi bl e.

2) Answer all questions posed.

3) Sign all the Form 17s, along with the
requi red indicated docunents, through
proper channels to the Records Unit
Commander for sealing in special files.
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Procedure 12. 806 | ndex

This procedure appears in the main Procedure Manual Index in the
fol | om ng manner:

Page C-6

Convi cti on/ Non- Convi ction, Processing & Accessing 12. 806

Page P-5

Processi ng & Accessing Seal ed Convi ction/ Non-Convi ction 12. 806
Recor ds

Page R-2
RECCRDS:

Processi ng & Assessing Seal ed Conviction/ 12. 806
Non- Convi cti on Records

Page S-1

Seal ed Convi ction/ Non-Conviction Records, Processing & 12. 806
Accessi ng
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